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Receipt and Distribution of Contracts 

1. The Receiving Clerk shall make certain a the name of the Admin- 
Pesce Bese. and oe Block and Lot Tne ae been cntered by the 
Contract Records Section, Coons ete ane eee copies.of Forms C- 
Cotton-3 and CR-Cotton-3, ween: all Block and Lot WeetBere are in agree- 
ment. er 

@e He shall’ then check the serial numbers of cases listed on the ace 
companying Name Listing Form with those appearing on the contract folders. 

Se The total number of cases listed on Form C-Cotton=3 shall be 
checked with the number of contracts reccived and listed on the Name List- 
ing Form. 

4. Rental-Benefit Audit Section Sonedn is Numbers shall be entered on 
all copies of the Name Listing Form, and on Forms C-Cotton-3 and CR=Cotton- 
5 by the Reeciving Clerk, The date on which tho block of cases was receive 
Bapshall be eet iar on the Name Listing Form, and on Forms C-Cotton-3 and 
CR-Cotton-3, 

5. The duplicate copy of the Name Listing Form shall be filed accord= 
ing to State and County in the Receiving Unit. The original copy of the 
Name. Listing Form shall be signed, in receipt, by the Receiving Clerk, and 
returned-to the Contract Records Section. 

6. sm daily record of blocks of casos received from the Contract Rec- 
ords Section shall be maintained in tho Receiving Unit. 

Te A daily record of schcdules released shall also be maintained in 
the Receiving. Unit. 

8. Blocks of cases shall be distributed by the Receiving Unit to the 
Assistant Auditors who shall sign a receipt for same in a record book desig- 


nated for that purpose. The Assistant Auditor shall make an entry in his 
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record oes ie of! tho blocks of pasos rocoived, and ne date of their receipt. 
oe These blocks of cases must be accompaniod by Forms C-Cotton-3, in 
triplicate, and CR- Cotton-3, in triplicate. 
| 10. A block of cases shell be distributed by the Assistant Auditors 
to the audit gto | ; 
AUDIT OF CONTRACTS 
li. Upon receipt of an image Aue Blea the audit clerks shall audit 
the cases in accordance with this procedure. 
12. Each folder must contain the following forms: 
A. Form Cotton 1 - 1934-35 Cotton Acreage Reduction Contract. 
B. Form CR-Cotton-201 - File Copy of Notice of Acceptance. 
13. Each folder may contain the following forms: 
A. Form Cotton l-c - Rider for Signature of Owner, 


B. Form CR-Cotton-159 - Abstract of Data from 1933 Cotton Cons 
Wirecioe 


C. Various types of Authority of Fiduciaries. | 
D. _ Form Cotton 17 = Power of Attorney. 

14, Check the contents of each folder with the listing thereon, and 
place a black pencil horizontal (-) check mark to the right of the State 
and County Code Number on the folder, and on all papers therein contained. 
These check marks also shall be placed after each computation. 

15. If any memoranda, correspondence or notations in the contract are 
not in accordance with the precedure of the Rental-Benefit Audit Section, 
the contract must not be accepted, and all such contracts shall be refer- 
red to the Cotton Procedure Auditor. 

16. SIGNATURES and WITNESSES ~ AUTHORIZATIONS 


A. Signatures and Witnesses = (General ) 


(1) Signatures in the original may be made by pen or pencil, 


Form C66’ ROI els OU tral Wis. Tsiael, Tog 
and must be witnessed only when the interested party is not to share in the 
Peteriy Cneck, in which ¢ase one witness must signe 

(2) A signature by mark (X), a carbon or rubber stamp impress- 
ron, or o typewritton, or printed signature may be accepted, only if wit- 
nessed by ot least one disinterested person, whose signature must be in the 
original. 

(3) “Ifa payoo is nomed in the contract by an interested par- 
ty, the signature of the interested party must bo witnessed. 

(4) Partnerships - If the name given on a contract is that of 
e pons fide partnersnip, then the Tirm's name signed by one of tho partners 
shall be acceptable. Tor example:- Jones & Smith by John Jones would be ac+ 
ceptable; but Jones & Smith, alone; or the signature of John Jones without 
. the partriership name, shall not be acceptable. 

(5) (a) Corporations - In the event a contract is to be exe4 
cuted on behalf of a corporation, it should be signed by either an author- 
ized officer who should state his title and affix the corporate seal (if 
any) to the contract; or, by a representative who has been authorized to 
execute such contract by an instrument under seal filed in the Office of 
the Comptroller, 

(b}) If the Corporate Seal is not affixed toa the contract, 
the signature of the official signing the contract must be witnessed by at 
least onc persone 

B. Authorization of Agents, Fiduciaries and Government Officials 

Every authorization which docs not bear the approval of a duly 

authorized person in the Office of the Comptrollor must be referred to the 


Assistant Auditor. 
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(1). Agents 

(a) A certification by an agent that he is authorized to act for 
his principal, shall not be accepted. 

(b) If the principal.is not to receive payment there must be fil- 
ed, cither, in the case, or in the Office of the Comptroller, evidence es- 
tablishing the agent's authority to act for his principal. The evidence of 
the authority of an agent to sign the contract must be, as follows: An af- 
fidavit signed by the principal, which must be sworneto, or a power of at- 
torney signed by the principal, which may be either, sworn-to, or witnessed 
by one disinterested party. A copy of such affidavit or power of attorney 
shall be acceptable if certified as a true copy by the principal, or by any 
one of several principals. 

(2) Hxccutors, Administrators, Trustecs, Receivers, Guardians, ete. 

(a2) All such fiduciaries must affix their representative titles 
to their signatures, and there must be on file, either in the case, or in 
the Office of the Comptroller, evidence of their present authority to sign 
the. contract. 

(b) This evidence of authority mst be either the original or a 
certified copy, or a short certificate of a court order of their appoint- 
ment . 

(c) In lieu of the signature of an executor, administrator, etc. 
of an estate, the signatures of all the heirs of the estate shall be accept- 
ed, provided such signatures are accompanied by an affidavit certifying that 
the heirs whose signatures are affixed are all the heirs of such estate. 

(5) Governmental Officials - (State and Federal). 
(la) If a producer or landlord is a governmental body or agency, 


there shall be on file in the contract, or in the Office of the Comptroller, 


Heme 8.» ee ee ee oO OO NS ga toy 10,1884 
A certilied copy of a. resolution of the Board, or other*eévidence of author= 
ity prescribed by statute, authorizing the execution of such contract by 
the person executing the contract on its behalf. 

(b) Members of Congress, or delegates thereto, can be parties to 
a contract, notwithstanding footnote 2, on page 1 of the contract. 

17. ‘The tenure of the:producer should have been indicated on line 5 of 
page 1, and the inapplicable tenures should have been deleted. If the ten- 
mmo. Of ‘the wpreducer is mot indicated, iffsll tenures have been ‘stricken, or 
if it is incorrectly indicated the contract must be suspended, unless the 
tenure of the producer can be positively determined by evidence in the case. 
For instance, a properly executed Form Cotton l-¢c, would indicate that the 
producer is a cash tenant for the year 1934 -only. “Likewise; evidences of a 
leasé would indicate that the producer is a cash tenant for the years 1964 
and 1935. 

18. TYPES OF PRODUCER 

Se ie be ase OMe, oe ae 
iio 0.201 pare diehis signature must oppear on Line <2 of paragraph to. 

poe See ores aebe (ca ec eene ne On eho yoo ses eae 
the owner should not have sisned the contract, but the cash tenant must fur- 
hish satisfactory evidence of a lease covering both years, such as, a certi- 
fied copy of the lease; a statement by Community and County Committees, or 
by landlord that there is such a lease, and that the lease gives control 
over land to cash tenant for years 1934 and 1935. A statement to this ef- 
feet signed only by the cash tenant is not acceptable. 

c. (1) If the producer is described as a managing share tenant, 
gnidine 3 of page 1, his signature must appear on the second last line of 


page 3S. In this case the simnature of the owner must appear on the third 
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1a8t line of page: 3. 

(2) If the contract is signed on the second last lino of page 3 
by the managing share tenant, and on the third last line by the owner, the 
name and address of each party must appear on the proper lines in paragraph 
12. These names and addresses must also appear under the division of parity %* 
payment in paragraph 12, and their respective interests in the parity pay- 
ment must be given in the spaces provided. 

(3) Where a managing share tenant has a leasc covering only the 
year 1934, the words "for the year 1934" should have been inserted in para- 
graph 12 after the word, "follows", in the third line; and after tho word, 
weontract” in the sixth line. The absence of these words does not Justin 
suspension of the case. 

D. (1) Tf the producer is a cash tonamt with a lease for only the 
year 1934, his signature must be affixed to line 2 of paragraph 13. Also, 
Form Cotton l-c must accompany the contract and should have been pasted 
thereon at the top of page 4. This form must be signed by the owner in the 
presence of a witness who must also affix his Signature thercto. The name 
of the cash tenant appearing thercoon must agree with the name of the cash 
tenant who signed the contract. 
(2) If the producer is a cash tenant, with a lease for only 1934, 
and he is renting from two different landlords, as evidenced by two forms 
Cotton l-c, two contracts are nNecessarye 
B. (1) If the cash tenant having a lease for 1954 only rents a party 
of the farm to a managing share tenant, two contracts will be ligand 
(2) The first contract should have been executed by the cash ten- 


ant, as producer, and should include all the land in the farm exclusive of 


Zhat rented to the managing shore tenant. The requiroments for this type 
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eae nme 


of sowinack are the same as detailed in Section 18 D. 

(3) The second ene ae should have been executed by the managing 
share tenant, as producer, and should include only the land that he rents 
from the cash tenant, The signatures of the ups tenant and managing share 
tenant must be affixed on the two blank lines at the bottom of page 3. The 
Signature of the cash tenant must appear on the first of these two lines, 
and the words "cash tenant” sould have been substituted for those "as owm- 
ae Form Cotton l-c modified, as given below, must accompany this contract 
and the signature of the eae ree De affixed thereto: 


" Rider for Signature of Owner of Farm Rented to a Cash 


Tenant with Lease for only the year 1934,.-- I, 
the owner of the farm described in the attached coe 
do hereby authorize » my cash tenant for the 


year 1964, to sign said contract as a cash tenant. I 
agree to be bound by the Cérms of the contract insofar-as 
they“telate te 1935," 

(4) The name and address of the cash tenant and of the managing 
share tenant must be inserted on the blank lines provided in paragrapn Iz, 
and their respective shares of the parity payments must be entered, The 
name of the cash tenant must appear on the blank line indicated for the own- 
er's name and the words "cash tenant" should have been substituted for those 
"as owner", 

eee beueny eving » tcase for 2954 Only rents entine 2oem) io 
managing share tenant, only one contract should be executed, and the signa- 
tures and other information shouls be entered as in the case of a cash ten-~ 
ant having a lease for 1934 only who rents part of farm to a managing share 
Zenant, as stated in Section 18 E (3). 

G. (1) If cash tenant having a lease for 1934 and 1935 rents part 
of farm to a managing share-tcnant, two contracts should be submitted 


(2a) The requirements for one contract are the same as given in 


Section 18 B, 
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(b) The second contract should have been signed by the cash ten- 
ant and managing share tenant jointly. The requirements for this type of 
contract are the same as described in Soction 18 Gs. In this: connoetiony the 
words “cash tenant" may ore been sibeevieea ae paragraph 12 for the word 
"ownor" 

The cash tenant also must submit satisfactory cvidence Orta 1casc is 
Cumlined in. Section 18 B, 

H, iY 9 cash ‘senane having tonse for 195% one iso reas 
to a managing share~tenant, one contract, which is to be signed by the enash 
tenant and the managing sharo tenant, is neccessary. Tho requiroments for 
this typo of contract gre the.samo as given in Section 18 C. The words 
“cash tenant" may have been substituted in paragraph 12, for the word "own- 
er", The cash tenant also must submit satisfactory ee se of a loase as 
outlinod in Section 18 B. | 

gta amp if a producer owns part of tho land in the farm, and rents 


mee ee eee ooo Soatieteiaiteeanl Seatiiindietieineetiteeed 


the balance of the land for cash for the year 1934 only, two contracts 
should be submitted. 

(b) The land owned by the producer should be covered by one con- 
tract. 

(c) The land rented for cash for the year 1934 st eee be cov- 
ered by a second contract. The requirements for the latter contract are tho 
same as “in Sottion 18 D. 

Je If a producer owns p ISS CN ALI ae in the form, and rents the bal- 
ance of tho land for cash for the years 1934 ond 1935, one contract is nec- 
essary. The producer's signature ae be entéred on line bag Bas 


13. The words “owner-cash tenant" 


may have been substituted for the word 
"producer". Satisfactory evidence of the lease covering the land which is 


rented for cash for the yoars 1934 and 1935 must be submitted by the produc~ 


<3 
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er, as outlined in Section 18 B. 

19. The producer, that is, an owner-operator, cash tenant, or a manag- 
ing share tenant may name a payee. However, the owner, in an owner-managing 
share tenant relationship, or a cash tenant who rents entire farm covered by 
the contract to a managing share tenant is not considered a producer, and 
cannot name a payee. The name of the payee must be entered on the first line 
of paragraph 13, and the Signature of the producer, when a payee is so desig- 
nated, must be affixed on line 2, of paragraph 13, and must be witnessed, 
but need not be dated. 

20. Compare the name(s) of the producer(s) as entered on the first line 
of page 1 of the contract with the signature(s) of the same which should ap- 
pear in paragraph 12, or in paragraph 13, as determined in Section 18, of 
this procedure. ‘'o be acceptable the Signature must conform to the require-~ 
ments set forth in Section 16 of this procedure, 
and are not to appear on the rental checks should have been entered, in green 
or purple ink, by the Contract Records Section, in the left margin of page 3 
of the contract, as follows: 


When 2 single When scparate When the party of 


Tenure Cusck- is to checks arc to parties in the same 
or be drawn for be drawn for tenure group have 
Payee the party or the parties designated a payee 
Group parties in in same ten-~ or trustee to re~ 
the tenure ure group ceive the rental 

group payment(use code 9 


or O for the de- 
signated payee or 
trustee. ) 


Owner operator 1 Kg X1 
Cash Tenant 5 4. XB 
Managing share tenant 5 6 X5 
Landowner for Man- 

aging share tenant i 8 = 


Designated payee or 

trustee for an owner 

operator or cash 

tenant 9 ~ 

Designated payee or 

trustee for a manag- 

ing share tenant 0 - 5 4a} ms 
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(b) If two or more names appear for the same tenure or payee group 
and if separate checks are not required, the code symbol for that particu- 
lar tenure or payee group should have been entered opposite the name of 
the first party only and the word "and" should have been inserted before 
the name of the last party. 

(c) If separate checks are required, the tenure or payee code should 
have been entered opposite the name of cach party who is to receive a check. 

(d) Code symbols 1, 2, 3, 4, Xl, or X3, or X5 shall have been entered 
in green or purple ink, by the Contract Records Section opposite line 3, 
paragraph 13; code symbols 5 or 6 opposite line 5, paragraph 12; code sym- 
bols 7 or 8, opposite line 4, ane een 12; and code symbols 9 or 0, oppo~ 
Bowe time 2, paragraph 3S, 

(ec) When the producer has designated a payee or trustee to receive 
the rental payment, the designated payee or trustee shall have been given 
a code of 9 or 0, and the producer shall have been given a code of Xl, or 
ity OF kO 6 

(f) A producer submitting one contract covering land operated as one 
farm, but part of which is owned and part of which is rented on a two year 
lease should be coded as an ommer-operator. 


(g) The following codes must appear together: 


Code Must Appear with Code 
1 =e 

2 2 

3 aes 

4. 4 

5 1 Ones 

6 10Ce oS 

7 5 or 6 

8 5 or 6 

5) Doh yn OR eo 
@) X5 


Pape Lt 


Horm 0-66, ___ Audit Procedure - 1934-35 Cotton Contracts May 10, 1934 
Lode | Must Appear With Code 
Xl | 9 
XS i) 


X5 . 0 
(h) Evory tenure situation mist be covered by a code symbol. 

22« No single contract shall include tracts of land operated by dif- 
ferent managing share-tenants or tracts of land operated by a managing 
share tenant or beyeate and owned by different landlords. 

266 However, in certain instances, contracts offered by co-producers 
and/or co-landlords may be acceptable. All such cases should be brought to 
the attention of your Assistant Auditor. 

24, DESIGNATION AND NAME OF PAYERS 

A. (1) As a general rule, a payment should be made to a princi- 
pal rather than to an agent. 

(2) Payment may be made to Be ee as such, if the names of 
the principals for whom such agent is acting are too numerous to insert on 
a benefit check, and evidence of the agent's authority to sign the contract 
also includes authority to receive payment. 

(3) To an agont, as trustee, for all the heirs of a deceased 
owner, landlord, tenant, or other interested party, where there has not been 
administration upon such estates, and where the agent's authority to sign 
the contract also includes authority to receive payment. Payment may be 
. made to an administrator, executor, trustee, receiver, etc. 

Bee es om Benet Check. 

(1) If the full given name of the payee is indicated in the 

case, the check should show the full given name and the middle initial, if 


any e 
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(2) If the full given name is not indicated in the case, but 
the full middle name is, the check should show the initial of the given 
name and the full middle name. 
(3) If there is no indication in the ee of the full given and 
middle names, the initials of such names should be used in drawing the check. 
(4) In the event that a conmienee nee these instructions will 
require more than the twenty spaces available én each line of the check, the 
given or middle name may be contracted, if practicable, but a notation should 
have been placed by the Contract Records Section in Section IV of the con- 
tract indicating enervane as it will be inserted on the check, and the rea- 
son for the contractione 
C. The following hypothetical cases will exemplify these instructions: 
Names Indicated Name to be Inserted on Chock 


oe 


1. John Ralph Jones 


or John R. Jones John R Jones 
Ze ode Ralph Jones J Ralph Jones 
Se pe ois Ones J R Jones 
4. Christopher J., Chamberlaine C J Chamberlaine 
(26 spacos) (Contracted to 20 spaces, 
or less) 


25 Ihe farm acreage and location of the farm must be entered in Che 
spaces provided ‘on page one of the contract. 

26. At least one disinterested member of the Community Committee must 
have signed the Cortification on page 4. The date need not have been cn= 
tered. 

27. At least two mombers of the County Committce must have signed the 
County Certification. The signature of the County Agent who approved the 


contract must be ontcred in the space provided. The date of approval need 


* 
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not have been entered. No member of the County Committee may certify to a 
contract in which he is an interested party. 

28. The persons who sign as members of the County Committee may also 
Sign as members of the Community Committee. 

29. <A contract which has been certified by the County Committee should 
be approved for payment, if otherwise correct, notwithstanding the fact that 
the Conmunity Committee has indicated disapproval. 

50. Section VII on pago 4, "Acceptance by Secretary", need not have 
been signed in view of the fact that Form 201 - Notice of Acceptance = has 
been issued, and the file copy of the Notice of Acceptance is in the case. 

TABLE 2 OF CONTRACT 

51. Kligible Producers, ixamine Table 2, page 3, in order to deter- 
mine whether a producer is cligible to enter into a contract. A producer 
is eligible if hc has planted cotton in the year(s) specificd in any of the 
following sub-divisions: 

A. Cotton was planted only in 1933. The information for 1933 
should have been entered in the line for 1932, the figures 
1932 being changed to 1933. (A statement, signed by the 
County Committce, to the effect that the producer entered 
into a 1933 cotton contract for the farm covered by this 
1954-35 contract, and giving the Serial Number of the 1933 
contract, must appear at the top of page 3.) 

Be Cotton was planted only in 19535 and 1932. Tho statement 
describcd in the next preceding sub-division must also be 
given under this sub-division. 

C. Cotton wes planted only in 1932 and 1931. 


D. Cotton was planted in any 3 years from 1928 to 1932, in- 
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Ritter one ee me Vine «te NEAR ae © wes ee ee Ee 


clusive, provided one of the 3 years was 1931 or 1932. 
E. Cotton was planted in any 4 years from 1928 to 1932, inclu- 


sive. 


G3) 


F, Cotton was planted in all 5 years from 1928 to 1932, inclu- 


sive. 4 


fe 


The 1933 cotton acreage is to ve used in calculating the base only un- 


der sub-divisions (4) and (B). : 
32. The producer has no choice as to the combination of years which 

compose his base ee The producer mist enter his cotton production 

data for every year of the base in which cotton was planted on the farm 

covered by the contract. If no data are entered in the table for any year(s) 

of the base period a notation must appear ity Gi space in which figures do 


not appear to the effect that cotton was not planted, 


656 Form CR-Cotton-159 (Revised) - Abstract of Data From 1933 Contract, 


ee es re ee ee ee ees 


filled out, in detail, by the Contract Kecords Section must accompany each 


fee ew ee mre ow ree a rm ee Ne ee ae ne ae 


contract where cotton was planted in 1983 only, or in 1953 and 1932 only. 


mY 


The audit clerk shall compare the data on Form CR-Cotton-159 (Revised) 


with that entered on the contract. In respect to these contracts - 


(1) The 1933 contract and tho 1934-35 contract must cover the same 


om a 1954-35 contract must have been a producer or a landlord on the 19383 


4 


contract 

(3) The acreage planted to cotton in 1933 entered in column "D" of 
RAG. col he 1934-35 contract must not exceed the acreage planted to cot= 
tom in 1933 ontcred in the 1953 ‘comtract. 


(4) Tho acreage planted to cotton in 1932 entered in colum "D" of 


Page 15 
Form C-66. Audit Procedure - 1984-35 Cotton Contracts Moy 10, 1934 


ee ee ee me a ee eter eR ee rere See 


Table 2 in the 1934-35 contract must not exceed the acreage shown as har- 
vested in 1932 in the 1933 contract by more than 10 percent, unless satis- 
factory evidence is furnished to support such discrepancy. 

(5) If acreage for 1932 is entered on the 1934-35 contract but cot- 
ton harvested for 1932 is not shown. on the 1933 contract, or vice versa, 
the contract must be suspended. 

S A. Base Codes. The following "Base Code" has been adopted by the 


Contract Records Section in order to designate the six sub-divisions enum- 


erated in’ Section oi? 


Sub-division Base Code 

Rl Canon oy; LER Lae 
/ \ Nem 
(c) Non 
(d) Watt 
(ec) mgt 
ce) wou 


B. Verify applicable code number which should have been entered, 
in green or purple ink, by the Contract Records Section, in the blank space 
at the top left-hand corner of Table 2, On page ds 

35. Rule of Fractions - (Acres and Yield per Acre) - Fractions amount- 
ing to a half a unit or less shall.be dropped, and fractions amounting to 
more than Half a vwnit shall be considered a whole unit, except that if the 
base acreage is not more than five (5) nor less than two (2) it shall be 
expressed in acres and tenths of acres. Hundredths amounting to five (5) 
or less shall be dropped, and hundredths amounting to more than five (5), 
shall be considered a’ tenth. 

rata het AL) Computations. Verify the computations in Table 2c, accept- 
ing fractions as they appear in the sidivieual years and totals, as follows: 

(a) For each year entered, multiply the figures entered 


in colum “A by those entered in colum "B". This product should equal 


Page 16 
Pegaso | ANGE Procedure - 1934-85 Cotton Contrects ____ May 10, 1954 


me a nan 


the amount entered in column lege 

(b) If the entry for column "C" appears to be in error, 
other contracts for the same county should be examined to determine whether 
or not the bale weight given in the particular contract is in error. (The 
County Committee was instructed that if the producer did not remember his 
average bale weight, the average bale weight for the county for that par- 
ticular year was to we used, ) if & common) bate weight has been used on 
the contracts in the county, multiply the number of bales by the average 
bale weight for the county, and check to the entry in colum "C". 

(c) If the resu 4+ checks with column G, the average bale 
weight column "EB" should have been corrected by the Contract Records Section. 

(a) If the total lint produced does not check by this 
method, the bale weight shown on the contract in question should be retain- 
ed, and the total lint produced for that year column "co", should be correct= 
ede 

(e) Verify the totals of columis "C” and "D". 

(f) Verify the averages of colums 'C and "© gacy ge 
viding the total of cach column by the number of years in which cotton was 
planted, as indicated in columm ne 

(g) Verify the average entered in column "E", by divid- 
ing the total of colum "co" py the total of column th, If the average en= 
tered by the County Committee is incorrect, the correctcd average should 
have been entered by the Contract Records Section. 

(h) If the County Committee determines that the produc- 
er's figures entered in éolumis "A" to “E", inciueive ies. correct, no en- 
tries will appear for the individual years in columns ye ngh and” ‘tty 


and no totals should have boen entercd. The averages of colums "C", "D" 


Page 17 
Form 0-66. Audit Procedure - 1934-35 Cotton Contracts __ May 10, 1933 
and "EB" which arc to be considered final, and which must be oxpressed in 
whole numbers (except where the base acreage is less than 5 it shall be cx- 
pressed in tenths), should have been transferred to columns nt New send 
"HH", respectively. 

(i) (1) If the averages or adjusted averages have not been 
entered in colums "Fr", "G" and "H" of Table 2, and the entries in itoms 
(2), (b) and (c) in Section VIII differ from the entries in colums "C", 

"D" ond "E" of Table 2, rospoctively, a statemont signed by an authorized 
person of the Contract Records Section should accompany the individual 
casce(s), or block of cases, if nocessary, indicating that tho final figures 
ontored on Form No. Cotton 10, are idontical with the corresponding figures 
entered in itoms (a), (b) and (c) of Section VIII on the individual con- 
tracts. 

(2) If such a statement does not accompany the individual 
casce(s) or block of cases, then the contract({s) should be given to the con- 
tact man so that the data cntered on the contract may be compared by him 
with that ontcred on Form No. Cotton 10 on file in the Contract Records Sec- 
tion. 

(3) If arithmetical errors are found in colums "C" and/or "D" 
and/or "E", thc Contract Records Section should have ontered the correct 
figure for the year(s), totals and averages affectcd. The averages of those 
columns, line 7, as corrected, arc to bo considered final, and must be cx- 
pressed in whole numbers, cxccpt, where the base acrcage, is less than 5, 
it shall be expressed in tenths. The averages of columns "C", "Db" and "E" 
should have been transferred to colums "F", "G" and "H", respectively. 


(x) If tho average which results from correcting arithmetical 


errors, oxceeds, or is less than the producer's figure for avorage produc- 


8 
orm C-66. Audit Procedirel= 1ose=4o Conve a 10, 19 3a 
tion and/or yield per acre by more than 10%, or by more than 10% Be the av- 
erage base acreage or 10 acres, the contract should be suspended. 

(1) If cotton was planted in 1933 only, or in 1933 and 1932 on- 
ly, the yield per acre entered in column "h' for these years shall be disre- 
garded. Instend, the County Committec shall have assigned the average yiold 
for land of similar fertility in the County. This assigned averege yeild 
per acre figure should have beon entered in the space waar for the av- 
erage of column "H", The cotton acrcage where the base period is 1933 on- 
ly, or the average acreage whore tho base period is 1933 and 1932 only, col- 
um "D", should have beon transferred to the average line of column er. 
-The total production where the base period is 1963 only, or 1933 and 1932 
only, as ontcred in column "C", shall be disregarded. Instead, the total 
production shall be derived by multiplying the average of column "H" by the 
average of colum "G". 

(m), All inadvertent errors, (such as typographical errors ) 
should have been corrected by the Contract Records Section. 

B. 1. (a) Approval of Corrections. A contract in which the pro- 
ducer's figures have been corrected (out ) By the County Committee, cither 
on its ow initiative, or adjusted by order of the Statc Board of Review, 
shall be approved, if otherwise correct, regardicss of whether the producer 
has indicated his acceptance by initialing the correction (cut). 

(b) A contract must be suspended when corrections are 

made in tho Contract Records Section to remedy an arithmetical error or an 
crror in computation if thoy increase or decrease the average or the adjust- 
ed average as submitted by tho producer.for Administrative Approval by more 
oa 10% in production or yicld, or by more than 10% in acreage, or 10 ace 


res. In no caso shall a contract be suspended because of corrections made 
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in the figures for base acreage, unless they exceed one acre. 

C. Upward Revisions. If the County Committee has entered figures 
either for individual years, or averages in columns ipl end “G" and these 
figures or averages are greater than the figures for corresponding individ- 
ual years, or averages in columns "C" or "Db", the contract shall be sus- 
pended. 

D. (1) Corrections (cuts) by County Committee. If the County 
Committee determines that any of the producer's figures, as entered in col- 
ums "A" to "E", inclusive, are incorrect, the corrected figures together 
with the figures for each year of the base period, as entered in colums 
to" "ht and "E" which did not need correction, may have been entered by 
the County Committee in colwms "F", "G" and "H". 

(2) If all the details for the years in the base period are 
entered in colums "F", "G", and "H": 

(a) Verify the totals of columns TH" ond "GE" 

(b) Verify the averages of columns "F" and Gh by die 
viding the totals of columns pb and "Gg", respectively, by the number of 
years in the base period, as shown in colum ee 

(c) Verify the average cntcred in column wat by davad- 
ing the total entered in column "FP", by the total entered in colum he ole 
If the average entered by the County Committee is incorrect, the corrected 
average should have been entered by the Contract Records Section. 

(d) The averages of colums "F", "G" and "H" shall be 
considered final and must be expressed in whole numbers, except, where the 
base acreage is tess than 5, it shall be expressed in tenths. 

(3) If tho County Committee has entered figures for correct= 


ed averages only in colums net "Gl and "H", (i.c., where no details for 
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the years in the base period have been entered in colums "F", "G", and ae 
verify the average entered in column "H", by dividing the average entered 
hed ey a0 the average ontcred in colum "CG", If the average entered 
or tho County Committee is incorrect, the corrected average should have been 
“entered by the Contract Reoords actions The averages of columns "F", "G", 
and "H' shall bo considered final, and must be exprossed in whole numbers, 
except where the base acreage is less than 5, it shall be expressed in tenths. 

Be CL) ADJUSTMENTS . The County Committce may have made adjust- 
ments to the average production and/or average acreage entered in columns 
tr or "Gg" other on all contracts, or on individual contracts, in Counties 
in which the total production and/or acreage of all producers exceeds the 
County Allotment aire 

(2) If the County Committce has made adjustments ordered by 

the State Board of Review, regardless of whether or not the County Commit- 
tee has made cuts in tho producer's figures on its own initiative, the ad- 
justed ee itet yiold per acre, colum "H", shall be derived by dividing the 
adjusted average production, column ptt by the adjusted average acreage, 
colum "G", All pi uetod a reoes must be expressed in whole numbers, ex- 
cept, where the ee acreage is less than 5, it shall be expressed in Tees 

F. if the number of pores cureccd in the average line in colum 
"a" has been decrcascd, and the average production, either, has not been 
changed or deercased proportionately, the yicld per acre figure on the av-= 
erage line in colurm "H", necessarily will bo increased. The above is al- 
so applicable when adjusted averages are involved. 

G. The correction of arithmetical errors found in the producer's 
figures, in columns "C" and/or "D" and/or "F" and/or "G" shall be disre- 


garded, that is, not carried through to the final average if their correc- 
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tion idetenaesttne producer's ede, by ‘ape more than 10 percent of the 
corresponding final average. aust thoy do increase the producer's figures 
by more than ten percent, the contract must be susponded. However, if the 
Re BES a sini reer than the final figure, the corrected figure shall 
be acceptcd. 
" SuCTION VIIT oF conmRact 
ora Verity the ontrics which appear an section" VII page 4, 

(a) <All items except (b), (e) and (g) shall be expressed in whole 
numbers. If the fractions amount to one-half or less they shall be dropped, 
and if ney amount to more than one-half, the whole number shall be increas- 
ed by one, eXCcept: | 

(b) If item (b) is five acres or more it shall be expressed as a 
whole number. If en (b) is less than 5 acres it shall be expressed in 
acres ond tenths of acres. Hundredths amounting to five or less shall be 
dropped, and hundredths amounting to a than five, shall be considered a 
tenth. | 

(c) Where item (b)} is oxpressed in acres and tenths, item (g), 
likewise, inal be ere eseatan acres and tenths. 

“(a) <Item (e) shall always be expressed in dollars and cents. 
Fractions of one-half a cent or less shall be dropped and fractions of 
more than one-half a cent shall be considered a whole cent, 

& eo Sapvesitsiags Neos vegance factor has been applied, the adjust- 
ed averages of columns np "Go" ond "H" of Table 2, should have been en- , 
Served in items (a),-(b) and (c¢) of Section VIII, respectively. Note that 
this transfer och A miei 

moo) Ir a County AAdeekiuneats rae has not been applicd, the av- 


erages of columns "F", "G" and “H" of Table 2 should have been entered in 


Page 22 
Form C=66. Audit Procedure - 1934-35 Cotton Contracts May 10, 19354 


items (a), (b) and (c) of Section VIII, respectively. 

(g) Item (d), rented acres, mst be at least 2 acres, otherwise 
the contract cannot be accepted. 

(h) Item (c) mst be at least 75 pounds, otherwise the contract 
cannot be accepted. 

(i) The number of acres which the producer offers to rent to the 
Secretary which mst be at least 2 acres, should have been entered in para- 
_ graph 1 of Section.1 and must appear in item (d) of: SectionaVIli..) Ih Giese 
entries disagree, the producer shall be deemed to have offered, unless ob- 
_viously incorrect, the number of acres entered in item (d) of Section VIII. 

(j) The rented acres mst be between 35% and 45% of the average 
base acreago. Verify this percentage by dividing the number of rented ac- 
res (item d) by the number of acres in the average base acreage (item b). 
This percentage figure should have been entered in item (d). If this fig- 
ure is incorrect, the Contract Records Section should have entered the cor- 
rect percentage peers to the nearest tenth in red pencil, just above the 
incorrect figure. 

(k) If cthe final percentage based on the corrected figures is 
less than 35% or more than 45%, the contract must not be approved, except: 

(1) That contracts covering farms having a base acreage in 
excess of 5 acres shall be approved for payment, if otherwise correct, in 
all instances where the application of: the general rule for handling frac- 
tions causes the rented acres to become less than 35% or more than 45% of 
the base acreage. 

(2) If the base acreage, item (b), Section VIII, is not more 
than 5 acres, then the rented acres, item (d), may be any whole number of 


acres not greater than the base acreage entered in item (b). 


Page 25 


Form C66. Audit Procedure - 1934~835 Cotton Contracts ‘May 10, 1934 


Ko re 


., (3) If the percentage falls outside the range of 35-45%, and 
this is not due to (1) or (2), above, then the number of rented acres shall 


be increased to 35% or decreased to 45% of the base acreage where correc- 


tions or adjustments have been made by the County Committee, adjustments 


have been ordered by tho State Board of Review, or corrections have been 


made for arithmetical errors or errors in method of computation. The num- 
ber of rented acres, thus derived, shall be expressed in whole numbers CiGey 
by raising or lowering fractions in accordance with the general rule for 
handling fractions). 

(1) Verify the rental per acre, item (e) by mltiplying the yield 
per acre (item c), by 3= conts. In no case shall the rental per acre be 

(m) Multiply the rental per acre, item (e) by the number of rent- 
ed acres item (d) to determine the total rental payment due. This product 
should have been entered by the Contract Records Section in red pencil to 
the left of the space provided for rented acres in item (d). Note that 
this produc’: has been correctly entered. 

(n) Determine the amount of the first rental payment due by di- 
viding the total rental payment by 2. This product should have been enter+ 
ed by the Contract Records Section in red pencil on the line immediately 
beneath the sum for total payment. All fractions of a cent shall be drop- 
ped as they shall be included in the second payment. 

(o) Whenever 2 managing share-tenant signs a Contract, the Con- 
tract Records Section should have entered, in red pencil, one-fourth of 
the total rental payment in the right-hand margin above the word "owner" 
in paragraph 12, and a like amount should have been entered above the words 


"“nroducer who is a managing share-tenant" in the line immediately beneath. 
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All fractions of a cent should have been dropped in computing the first 
rental payment for the managing share-tenant and the owner or cash-tenant. 
Due to this method of dividing the first rental payment, the sum entered 
in item (e) of Section VIII oftentimes will be one cent greater than the 
sum entered in the certificate of the Administrative Officer. Likewise, 
it will be one cent greater than the sum total of the payments entered in 
Paragraph 12. Muke certain that the sum total of the payments entered in 
Paragraph 12 are equal to the sum entered in the Certificate of the Admin- 
istrative Officer. 

(p) <A contract must not be approved if the printed division of 
rental payments. of 50% cach has been changed to some other percentage. 

(q) If the managing share-tenant designates the owner of the 
farm as a payee for his share, then the owner of the farm shall receive 
ctitire first rontal payment. 

(r) In all other cases, the sum for first payment should have 
been entered by the Contract Records Section, in green or purple ink, in 
paragraph 13 in the right margin opposite the name of the individual who 
is to receive it, whether’ he is a producer or payee. 

(s) Verify the number of ee in the farm allotment item (f) 
of Section VIII, by multiplying item (a), by 40%. 

(t) . Verify the number of acres which may be planted to cotton 
in 1934, item (g), by subtracting item (d), from item (bye 

TABLE I OF CONTRACT 
38. (A) The total acres of ali land in the form in 1932, or the tot 
al-acres of all land in the farm in 1933, as entered in item 2, of Table 1 
must be within 10%, or 10 acres of the farm acreage entered ,on line OO 
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(Bo. ihe ees planted to sotton Lee in colum D, of Table 
2, must not be greater ee fe ee of acres planted to cotton for the 
respective eee) in item 4 of Table 1. 
(Cc). The epreage planted to cotton as entered in column D of Table 
r4 xd not be greater than the total acreage in the farm as entered on line 
SOF Paro ). 

oo. A. APPROVED CONTRACTS . After a case has been audited, but prior 
to peers the anes clerk must sce ite the Certificate of the Adminis- 
trative Officer has een signed and dated, and that the sum of money ap- 
proved for first payment has been sarons This sim of money should be 
identical with that entered in red pencil, in item (c) of Section VIII, ex- 
cept as penced in Section 37 (0). | 

B. The andie iets shall writo, in ink, the Nudie Sane Schedule 
euber ox ey contract, in the margin at the bottom of ita 4, immediately 
beneath the Ee of the Comptroller. 

40. A. (1) Approvals for Payment (Limitations). Approval of first 
rental peerien es shall be sab edt to the ie limitations: 

Payee rental payments = | , 

$ 2,62 to $250 Sebi be Bie’ by audit clerk. 

$ 251.00 to $500 shall be eaaau ti Supervisor. 

$ 501.00 to 81000 shall be approved bay Assistant Auditor. 

$1001.00 or more shall be approved by Jr. Adm. Officer. 
All contracts involving a first rental payment of more than $5000 shall be 
directed to the attention of the Auditor . 

Pe Lid. If the contract is ny and the first rental payment 

is $250 or less, the audit clerk mst enter the rental payment, the date of 


approval, and his signature in the Certificate of the Comptroller, on page 
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4 of the contract, 

(2) If the contract is correct, and the first rental payment 
is $250, or more, the audit clerk shall place his initials to the right of 
the figures "1934" in the Certificate of the Comptroller. 

(3) If the contract is correct, and the first rental payment 
is between $251 and $500, the supervisor shall sign his name in approval in 
the Certificate of the Comptroller. 

(4) If the contract is correct, and the first rental payment 
is between $501 and $1000, the supervisor shall place his initials immed- 
jately to the right of those of the audit clerk, and the Assistant Auditor 
shall sign his name, in approval. 

(5) If the contract is correct, and the first rental payment 
is more than $1000, the Assistant Auditor shall place his initials immed-= 
jately tm the right of those of the supervisor and the audit clerk and the 
Junior Peni eten tiie Officer shall sign his name, in approval. 

41, (a) CORRECTION OF ERRORS ON CONTRACTS AND MACHINE FORMS 
If, during the audit of a contract, error(s) in computation 

or in the name(s) of the producer(s) etc., is (are) discovered by the audit 
clerk, he shall prepare Form C-62 = Correction Record Form, and indicate 
thereon all items to be corrected. This form shall be signed and dated by 
the audit clerk. The audit of as contract mast be completed so that all 
errors may be corrected at one time. Form 0-62 shall be inserted in the 
contract folder and ae contracts to be dorteoved shall be segregated from 
those which have been audited and approved, and those which have been sus- 
pended ga other reasons. 

(b) The audit clerk shall not make any entry in the Certificate 


of the Comptroller on contracts which require correction. 


é) 


rar 


, . vA 
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(c) The audit clerk, dreary completing the audit of the block of 
contracts, shall submit shears ter dee which are to be corrected, and the 
suspended contracts to the Assistant Auditor. The contracts which have 
been audited and approved shall be transmitted to the audit clerks desig- 
nated to check Forms C-Cotton-3 and CR-Cotton-3. 

(d) The Assistant Auditor shall review the items to be correct- 
ed as indicated on Form C-62 to determine whether or not the corrections 
are necessary. If the necessity of correcting a contract is in doubt, the 
Assistant Auditor shall refer such contract to the Junior Administrative 
Officer, 

(e) The contracts should have been segregated into the three fol- 
lowing groups: 

1. Audited and Approved Contracts 
2. Suspended Contracts 
5. Contracts requiring Correction 

(f) The audited and approved contracts shall be compared with 
Form C-Cotton-3, entitled "Initial Payments Approved", to determine wheth- 
er or not the correct data has been entcred on this form. The data con- 
tained on Form C-Cotton-3 is aephuasa in the following order: 

Cl) State 
(2) County 
(3) Serial Number 
(4) Name of Producer or Payce 
(5) Tonure Code Symbol 
(6) Amount First Rental Payment 

(g) The audited and approved contracts shall also be compared 

wey Form CR-Cotton-3 entitled "Schedule of etaibneus Approved", to deter- 


mine whether oe not the correct data has been entered on this form. The 


data contained on Form CR-Cotton-3 is arranged in the following order: 
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State 
County 
Serial 


CA Oo 


I a ee ee ee 
a SF De Ee oe 


a a a a 
WNNrF- © 


(h) If any figure or letter 


Number 


Name of Producer 
Base Code Symbol 
Percent. Parity 


Adjusted Average Yield 


Acres 
Per Acre 


4. 

5 

6 

i Base Acres 

8 

9 Rented 
Rental 


Total Rental 
Farm Allotment 
1934 Acres Permitted 


on Forms C-Cotton=3 or CR-Cotton-3 as 


incorrect, the audit clerk shall separate the contracts listed incorrectly 


on these forms from the audited and approved contracts because Forms C-Cot- 


ton-3 and CR-Cotton=-3 must be accompanied by the contracts involving such 


corrections when these forms are transmitted to the Machine Tabulating Unit 


of the Contract Records 
(i) 


of parties shown on contract, as made 


SOCULOMN.« 


thermore, no change, in ink, shall be 
ton=3 uel after the duly authorized 
ords ongcgin shall have corrected the 
ao tlork may note. 
5 and CR-Cotton-3. 


section 42 of this procedure. 


(j) 


In no case shall an audit clerk change computations or names 


by the Contract Records Section. Fur- 
made on Forms C-Cotton-3 and CR-Cot- 
representative of the Contract Rec= 


entry in question. However, the aud-+ 


in pencil, the item(s) to be corrected on Forms C-Cotton- 


The suspended cases shall be handled in accordance with 


A black pencil horizontal check mark (-) shall be placed in 


the left margin of Forms C-Cotton-3 and CR-Cotton-3 to indicate that all 


items on that line have beon checked. 


(k) 


The audit. clerk shall transmit the Forms C-Cotton=3 and CR- 


Cotton-3 to be corrected and the contracts listed incorrectly on Forms C- 


Cotton-3 and CR-Cotton-3, to the Assistant Auditor. 


t) 


€ 


. ome 


ge. eo 
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(1) The Assistant on tor shall SECA in quadruplicate Form C-2 
"Schedule of Suspended Contracts" iSeGine ey contracts suspended from 
the block. All copies of Forms C-Cotton-3 and CR-Cotton-~3, together with 
the contracts involving corrections and three copies of Form C-2 shall be 
taken by the contact man to the Machine Tabulating Tae of Contract Records 
Section, The remaining copy of Form C-2 shall be retained in the Audit Sec- 
tion and attached to the block of suspended cases. These forms and con- 
tracts shall be accompanied by transmittal sheets, Form 61-Correction Trans- 
mittal Form, in triplicate. The transmittal shects shall indicate the con- 
tracts which require correction and those which are incorrectly listed on 
Form C-Cotton-35 and CR-Cotton-3, The original transmittal sheet shall be 
Signed, in receipt, by an authorized person of the Contract Records Sec- 
tion and returned to the Assistant Auditor. The duplicate copy wf tie 
transmittal sheet may be retained by Contract Records Section. The tripli- 
cate copy shall remain with the block of cases. A person designated by the 
Machine Tabulating Unit shall sign all copies of Form C~2 indicating that 
the Machine Cards for susponded cases have been withdrawn and placed in the 
Suspended Card File. 

(m) The Contract Records Section Reviow Clerk(s) assigned to the 
Machine Tabulating Unit, shall correct all contracts and affix his full 
name and the date on which the correction was made on Form C-62. This form 
shall then be replaced in the contract folder. 

(n) If any figure of letter on Form C-Cotton-3 or CR-Cotton-3 is 
incorrect, a clerk of the Contract Records Section will draw a line’, invred 
ink, through the incorrect item and will insert, in red ink, the corrected 
item near the incorrect item wherever space is availablo. The Contract 


Records clerk shall then affix his signature to tho left of the State Code 
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Number “a the case in ADR ON correction has been made, being careful not 
“£0 sign beyond perforation mark. It is imperative that every correction 
be made as indicated above on all copies of both the Form C-Cotton-3 and 
also the Form CR-Cotton-5. 

(0) The Machine Tabulating Unit shall prepare corrected Notices 
of Acceptance wherever necessary, void the incorrect copy of such Accept- 
ance, and insert both the corrected and voided copies.in the.contract fold- 
er. 

(p) If the Contract Records Section believes that a correction 
should not be made, the contact man shall: return all such contracts and/or 
Forms C-Cotton-3 and CR-Cotton-3 to the Assistant Auditor. The Assistant 
Auditor shall transmit the contracts in question to the Junior Administra- 
tive Officer, who shall obtain the decision of the Cotton Commodity Section 
or the Legal Advisory Committee. 

(q) After corrections have been made on the contracts and Forms 
C-Cotton-3 and CR-Cotton-3, the contracts, forms, and the original and dup- 
ica cC Soni on of Form C-2 shall be returned to the contact man of the Rent- 
al-Benefit Audit Section. The Contract Records Section may retain the 
fourth copy of Form C-2. The contact man shall sign the duplicate copy of 
the transmittal sheet on file in the Contract Records Section, in receipt. 

(r) The contact man shall return the contracts, forms C-Cotton-=3 
ane, CHL Oabten-5 and the two copies of Form C-2 to the Assistant Auditor. 
The Assistant Auditor shall insert the date of return on the original copy 
nt the transmittal form. | 

| (s) The Assistant Auditor shall then give the corrected contracts; 
the suspended contracts with three copies of Form C-2 attached, and the 


Forms C-Cotton-3 and CR-Cotton-3 to the audit clerks designated to check 


y? 
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forms C-Cotton-3 and CR-Cotton-3. 

(t) These audit clerks shall audit the contracts which have ne 
corrected to make certain that all changes have been made correctly both 
on the contracts and the Notices of Acceptance. 

(u) The corrected contracts and the contracts listed incorrectly 
on the Forms C-Cotton-3 and CR-Cotton-3, shall be checked to these forms 
to err af all changes have been made correctly. 

(v) The sis pedeed cases shall then be deleted from Forms C-Cotton- 
3 and CR-Cotton-3 in the manner set forth in Section 42 of this procedure. 

(w) The audit clerk shall verify the footings of the totals of 
Forms C-Cotton-3 and CR-Cotton-3, and must affix his signature on these 
forms in the lower right hand corner. If an adding machine has been used 
to verify these footings, the tape should be attached to the file copy of 
said forms. 

(x) The audited and approved contracts shall then be assembled by 
serial numbers in the order listed on Forms C-Cotton-3 and CR-Cotton-3. 

(y) Tho audit clerk shall transmit Forms C-Cotton-3 and CR-Cotton- 
5 to the Keatidtant Auditor. 

(z)m The Assistant Auditor shall enter the total amount approved 
for payment in the space provided for Comptroller's entry on all copies of 
Form C-Cotton-3 on the "Total" linc, and on all copies of Form CR-Cotton=3 
on the "First Payment" line. The journal entry shall be disregarded. He 
shall then place his namo and the date in the lower right hand corner of 
all copies of these forms. 

(an) Transmittal sheets, in triplicate, shall be prepared by the 
ssistant Auditor, and the ar C-Cotton=3 and CR-Cotton-3 together with 


the transmittal shects, in triplicate, shall be transmitted to the Junior 
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iliedet retin Officor, in charge, for Seance 

(bb) The Assistant Auditor shall forward the cases which have been 
‘sapproved for paymont, and the cases suspended from payment, to the Receiv- 
‘ing Unit. 

(cc) The Junior Administrative Officer shall affix heseiniviods in 
the space provided for the Comptroller's entry on 211 copies of Form C-Cot- 
ton=-3, CR-Cotton-3, and on the transmittal sheets. The original and trip- 
licate copies of Form C-Cotton-3, and the duplicate and triplicate copies 
of Form CR-Cotton-3, approved for payment, accompanied by transmittal sheets, 
in triplicate, shall be returned to the Receiving Room. The duplicate copy 
of Form C-Cotton-3 and the original copy of Form CR-Cotton-3 shall bo Bee 
tained in the office of the Junior Administrative Officer and subsequently 
filed in the Recciving Room. | 

(dd) The Receiving Clork shall sign a receipt, in the Assistant 
Auditor's record book, for the block of cases returned. 

(ee) The Receiving Unit shall transmit the original and triplicate 
copies of Form C-Cotton-3, the duplicate and triplicate copies of Form CR- 
Cotton-3, together with transmittal sheets, in triplicate, to the Machine 
Tabulating Unit of the Contract Records Section. 

(ff) The original and triplicate copies of the transmittal sheets 
must be signed by the person in the Machine Tabulating Unit to whom Forms 
C-Cotton-3 and CR-Cotton-3 have been delivered, and must be returned to the 
Audit Section Receiving Clerk. The duplicate copy of the transmittal sheet 
shall be retained by the Machine Tabulating Unit. 

(gg) The original copy of the transmittal sheet shall be transmit- 
ted by the Receiving Unit to the Junior Administrative Officer, and the 


triplicate copy shall be retained and filed in the’ Receiving Unit. 
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(hh) Tho cases, which- have been audited and approved 07 payment , 
shall be delivered by the Receiving Unit to the Files Section of the Office 

of the Comptroller. 

(ii) Forms C-2A, entitled "Suspension Sheet", which are attached 
Bo tite folders of the suspended cases shall be detached from each folder 
and placed in a special file in the Receiving Unit. 

(jj) The cases, which have been suspended accompanied by Form C2, 
entitled "Schedule of Suspended Contracts", in triplicatc, shall be trans- 
mitted through the Receiving Unit, to the Audit Section Correspondence Unit. 

42. SUSPENDED CASES . 

(o\ Tho audit clerk, in the audivora previously suspended con= 
tract, must not again suspend such contract until after: the contract -— 
beon brought to the attention of the Junior Administrative Officer. 

(b) In the event that a case must be suspended, the procedure 
shall be as follows: . 

(c) If a reason for a suspension is found, the audit of the case 
must be completed and all questions relating to suspension shall be refer- 
red to the Assistant Auditor. The audit clerk must not make any entry in 
uae Certificate of the Comptroller on suspended contracts. All reasons for 
suspending a contract shall then be listed on Form Ce2A, in triplicate. The 
audit section Schedule Number, the date of suspension, and the signature of 
ete nadat clerk must be affixed to all copies of Form C-2A. 

(d) The original and triplicate copics of Form C-2A shall be in- 
sertcd in the folder, and the duplicate copy shall be fastened to the front 
a the folder. | | 

| (c) The audit clerk checking Forms C-Cotton-3 and CR-Cotton-3 


shall delete the suspended case(s) from all copies by drawing a line, in 
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ink, through the line or lines Lisbiis the case(s) rs in ge seems, He shall 
place his name directly to ts left of the State Code number of the case(s) 
on all copies of Forms C-Cotton-3 and CR-Cotton-3. -Lastly, the audit clerk 
shall list the serial numbers of all cases suspended from the block and 
shall deduct Sas total amount suspended from the grand totals on all copies 
of said Forms. | 

if). — the audit clerk has completed the audit of Form C=Cot- 
ton-5 and Form CR-Cotton-3 he shall check the total amount of the suspended 
cases as shown on Form C-2 previously prepared by the Assistant Auditor, 
with the amount deducted from the total shown on Form C-Cotton-3. These 
amounts must be in agreement. ; 

(g) The su dtaniaee shall examine the Certificate of the Comptrol- 
ler. All: entriés made therein, must bo stricken. 

(h) The audit clerk, then, shall deliver Form C-2 to the Assist- 
ant Auditor who will sign all copics. 

(i) The Assistant Auditor shall transmit the suspended cases, to- 
gether with all copies of Form C-2, through the Receiving Unit, to the Audit 
Section Correspondence Unit. 

(3) The original and duplicate copies of Form C-2, shall be sign- 
ed,,in, receipt by, the, Correspondence, Unit. 

(k) The original copy of Form C-2 shall be forwarded to the office 
of the Junior Administrative Officer, the duplicate copy shall be filed in 
the Receiving Unit, and the triplicate copy shall be retained by the Corrces- 
pondence Unit. 

MA.) Phe Corrospondonec Unit shall obtain all the information nec- 
ossary for the proper audit of tho suspended case by writing to the Ficld 


_ for the required information. 
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(m) Upon receipt of the required information the Correspondence 
Unit shall list, by State, County and Serial Numbers, the contracts on 
transmittal sheets, Form C-63, and forward them through the Receiving Unit, 


to the Contract Records Section, 
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j 
cs "John By Payne 
i] 
Mey 10, 1934. 
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